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MEMORANDUM NO. 03-0013
TO: North Carolina Accounting System (NCAS)Agencies

FROM: Zeke Partin, CPA, Assistant State Controller
Office of the State Controller

SUBJECT: 2002 Time Schedule for 1099 Processing

Contained in this correspondence is the time schedule and information relating to this year's NCAS 1099
processing activities. All information should have been recorded throughout the 2002 year by flagging invoices
with the 1099 codes and reviewing the monthly 1099 reports. Therefore, the end-of-year tasks involve a final
review of reports for errors and accuracy of data. To aid in this review process, the Office of the State
Controller (OSC) will begin producing the 1099 reports on a weekly basis starting December 16, 2002. Due to
the centralization of the state’s reporting process, it is critical that all reports are reviewed and the NCAS 1099
data be accurate by the requested deadlines.

The process for reporting state and federal withholding remains the same as last year. Refer to the following
link in the SIG for detailed procedures on 1099 withholding:

http://www.osc.state.nc.us/sigdocs/sig_docs/documentation/policies procedures/step by steps/1099 Withholding.h
ml

NC1099PS forms can be obtained from the Department of Revenue or by contacting Randy Thomas at the
OSC, (919) 981-5488.

As indicated in the 1099-processing schedule, the OSC will begin printing 1099’s on January 14, 2003. To
ensure accurate and prompt delivery, all forms will be printed and held at the OSC until an agency
representative picks them up during the week of January 21, 2003. All agencies regardless of the number of
1099's will be printed by the OSC and must be picked up. The 1099's will be printed on laser paper, to
ensure each copy will be legible for the recipient and the agency. Each agency will be responsible
for stuffing its 1099’'s and mailing them. Envelopes will be provided by the OSC and will be available at the
time forms are picked up.

In March 2003, the OSC will be filing with the IRS electronically for the NCAS agencies and is the only
transmitter for filing with the IRS. Filing electronically provides additional time for 1099 reporting. A single file
with all the NCAS agencies’ data will be transmitted using an OSC Transmitter Control Code (TCC). However,
each agency will be reported under its own Federal ID number and is responsible for its data. There should
be no direct reporting of NCAS data by the agency to the IRS, until after the March 31, 2003
deadline. As in the past, all 1099 information that is not on the NCAS will still be the responsibility of the
agency.
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Should your agency need 1099 forms for non-NCAS systems, it is your agency’s responsibility to obtain its
own forms unless prior arrangements have been made with the OSC to place the order. For agencies ordering
forms for their own use, the 2002 state contract for 1099 forms is with Safeguard in Wilmington, NC. James
Crenshaw, the contact person, can be reached at (800) 438-5507 or at Fax (910) 392-6648.

The following time schedule has been established to process 2002 calendar year 1099 information.

December 13-December 31, 2002 Zm%fol-%ﬁdf '5ﬁ§cF§’§WHLP\LfB'FH%ing entities.

December 16, 2002 OSC begins running 1099 reports weekly.

December 31, 2002 The 2002 tax year reporting cycle ends.

January 10, 2003 This is the last day to make changes to 1099 data on NCAS.
January 14, 2003 OSC will print 1099 forms.

IAgency can produce manual 1099 corrections and update NCAS for IRS
electronic filing.

IAgencies can pick up 1099 forms from OSC.

OSC will call 1099 agency contact when forms are ready.

January 15- March 21, 2003

January 21-31, 2003

January 21-31, 2003 IAgencies will review 1099 forms.

January 31, 2003 This is the due date for issuing 1099 forms to recipients.

IMarch 24. 2003 OSC will produce 1099 electronic file for filing with IRS.

March 24 and forward, 2003 ggglé:y will produce manual 1099 corrections and manually report these
IMarch 31, 2003 This is the due date for OSC filing electronically to IRS.

A new report has been placed in XPTR, the 1099-1 Agency Contact. Please verify the report to make sure
the 1099 contact information for your agency is correct. The phone number will be used to print on the
1099. This is a 10 digit field, 3 digit area code and the 7 digit number, (XXX) XXX-XXXX. The names and extensions will
not show on the 1099.

Please call the OSC NCAS Help Desk at (919) 875-HELP if you have any questions, concerns, or require assistance
with NCAS 1099 activities.
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